
SmartRecruiters:  How to Make a Referral



Recruitment has implemented a new technology system, SmartRecruiters, 
which has its own employee referral portal that allows employees to:

– Submit referrals for specific jobs
– Create personalized job links that staff members may post on social 

media and in emails. (Candidates who apply using these links will 
automatically be tagged as referrals from staff who post/send them out)

– Track the progress of their referrals during their application process

*All staff members now have their own account in SmartRecruiters and can 
login by using their normal username and password.

Referrals – We have a new Referrals Portal
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New Referral Website
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To submit a referral visit, uncommonschools.org/referrals



1. Search for a specific job title
a) Use Filters to narrow jobs down to a specific Region or Department 

(Leadership, Teaching and Instruction, Home Office, School Based Ops)
b) Use the Search Bar to search for a role by title 

(Apprentice Teacher, High School)
2. Click Refer a Friend

Referrals – How to Refer A Friend
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1. Provide the required information for your referral in the fields provided 
and click Make Referral. Or….

2. Click Referral Link
3. Copy the link provided and add to an email or social media post to 

automatically get credit for anyone who applies through this link. 

Referrals – How to Refer A Friend (cont’d)

5

2

3

1



1. We now have 6 general teaching positions to accept teachers for all subjects and Grade-
Levels.  There are two options: 

– K-12 Teacher - Elementary, Middle, High School Teacher (All levels and subject areas)

2. These roles are open across all 6 regions – we will allow for someone to indicate multiple 
regional preferences so a candidate can apply once but indicate that they are open to 
teaching in both Brooklyn and Newark 

3. We are using the deadline language to push more candidates to apply early,  so we 
recommend using the resources we provide to post on social media. 

Don’t know what job to use?  You can now refer a friend for a
General Teaching Position as part of our Teacher Deadline Campaign!
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